STATI

STATI

NTL FROM

Approved For ReIé?g‘é%gOOt% :'

0JCS-1268-76
22 June 1976

NTL MEMORANDUM FOR: |

C/Compensation and Tax Division/Office of Finance

|
€ Divisfon/Applications/0J4CS
SUBJECT : Proposed changes to the SLSA jinterim System
REFERENCE . Attached Memorandum  [Z-5#

1. Uith the forthcoming changes to the processing of FLSA data
tn the Personnel System, the FLSA "interim” mini-system must be
modified. This paper outlines the required changes that must te
made to process the data correctly.

Present System

2. The present system uses the 501 Personnel Master and the
PERCON Master as a data source for Agency employees, FLSA eligibility
{s determined for each employee on these master files based on thrir
occupational series code and grade and a file created 1n Soctal
Security Number order. After matching this file against the
Payroll Master, to obtain employee numbers for contract persoarel.

a FLSA eligibilfty file 45 created in employee number sequence
for the pay period.

3. The FLSA eligibility file 1s matched against the previous
pay perfods file to determine changes in eligibility and a report
produced showing the personnel that had changed. Data is punched
into cards for the personnel eligible and sent to EAM for further
processing agatnst the T&A's for the period.
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4. The following reports are currently being produced by tha

FLSA interim system:

Report Humber

Report Description

R302010C Mismatches of Date of Ei{rth or
Employee Number on PERCON personnal,

R302030A FLSA changes - 5x8 card, sorted by
employee name, used by PERS/CD/TRE
only.

R3020308 Same as R3020308 excepted sorted hy
FAN *

R302100A Invalid Occupational Series Codas.

R3021008 No employee number or duplicates.

R302200A FLSA el1gibil1ity changes this pay
period.

R&657700A FLSA eligibility changes - no mateh
on Payroll Master file.

R657701A No FLSA eligibility - On Payroll Master,

not on FLSA file.
Proposed Changes

5. Processing agatnst the 501 Personnel Master and the PERCON
Haster will be replaced by using a ffle provided by the PERSIGH
system. This file will carry both Staff and Contract empleoyees as
required, with the following data:

Social Securtity Number
Employee Number
Security File Number
Name

Date of Birth
Affiliation -
Office Abbreviation
Schedule

Grade

Step
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Salary

Funds Code

Project Humber

FLSA Yes/No Indicator
FLSA Effective Date

6. The type of Employee Code, FAN and Occupation Series {onde
will be dropped as data {tems. The Affiliation Code will replace
the type of Employee Code and this should suffice the O0ffice of
Finance's requirement to identify personnel categorfes. The
PERSIGN system does not utilize the FAN concept per se: the Funds
Code (C or V) and the Project Number 13 used instead. The FAN is
currently used for sorting and reporting purposes only. The Project
Number will replace the FAN for sorting, the Funds Code (€ or V) #nd
the Project Number will replace the FAN on certain reports.
Occupational Series Code 1s no longer applicable to FLSA processing
legic. An analysis of the reports regarding the Type of Employece
and F?N data replacement, and dropping of the Occupational Series
Code is:

R302010C Requires no change, Type Employee, ¥AN
and Occupational Series not used.

R302030A 2

R3020308 Both reports used by Cffice of Persconnel
only, waiting report specifications.

R302100A Wi11 be deleted as not needed.

R302100B Affiliation will replace type of

Employee code, FAN and Dccupational
Series not used.

R302200A Affiliation will replace Type of
Employee code, Funds Code and Project
Number w11l replace FAN. Jccupational
Series will be dropped.

RES57700A Affti1ation will replace the Type of
Employee code, FAN 1s not used.
Occupational Series will be dropped.
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REST70IA Affiliation will replace the Type eof
Employee code, FAN is retrieved from the
Payroll Master and will remain as 1s.
Occupational Serfes not used.

7. The Office of Personnel representatives have advised us
that FLSA eligibility changes are subject to backdating. Fer any
eligibility changes recetved by FLSA interim system that predate
the beginning of the processing pay perfod, will be processed by
the system as being effective during the processing pay perfod.
Repoart R302200A (Attachment A) will be modified to flag these
cases for Office of Finance action.

8. The system will process the data three pay periods behind
as 1t does now. Therefore, there will be no problem with PERSIGHN
meeting this cutoff. No changes will be made to the FLSA "retro”
system, which actually creates the pay adjustment aetions for the
biweekly Payroll systen.

9. Current plans for the implementation of these changes is
August 15, 19786.

Conclusion

10. The impact on the Office of Finance is the replacement
of the Type of Employee and FAN data {tems. Also, a procedure is
nacessary to handle the pay adjustments for those personnel who
have backdated elfgibility changes.

11. Please review the proposed changes. If I can be of
assistance, please call.

STATINTL

Attachment: a/fs
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- 5 MAR 1976

REHORARDUM FOR: lairactor of Persganel

THROUGH 1 Director of Finsunce
Director of Joiut Conputer Support

Proposed Revised Systam for Designating Employeas As
Excrpt or Honexempt from Overtime Provisions of
the Faivr Labor Standards Act (FLSA) i

- SUBJECT

..

1. Federal Persomncl Hanual (FPH) Letter 551-7 dated July 1, 1975,
cancelled and superscded interfu fnstructions contained in Attachient 2
{occupatfonal code 1isting) of FPA Latter 501-1 dated Hay 15, 1974 and
provided revised fnstructions for applying exapl provisions of tha Fatr
Labor Standards Act (FLSA). bBriefly, previcus FEI guideliues provided
for the designations of parsonnel as exempt or nonexempt fron FL3A based
en occupational codes and grades. The revised FrRid fnstructions contein
criteria for determining the exempt or nonexcapt status based on actual
duties performed by enployues.

2. By way of tackground, in Hay 1974 the Position iHanagement and
Compensation Dlvision (PiCl) lmplevented the requircicents of the FL3A
to designate enployces as oxeaph or nonexenpt from the Act by including
in the coaputer $0CCUP Tisting (which contains eccupational codes amd
vositfon titles usad by the Agency) an FLSA status designator code ov
Bpaooe e oand a G5 orade and helow cut-off for each position title.
Initially, each oployee's FLSA status was determined by bis parsonal
cecupational code and grade level end processoed sutomatically based on
the SOLCHP Tisting. A card (3 coples) was produced by the cowpuicr syctom
and distributad o cach eaployee, supurvisor, and (Vficial Porsonuel File
to notify ewpleyees and supervisors of FLSA stawus. A machine Vistiug Ly
office by wmaployes wes also produced for ofvices 1isting eoployee status.
Pyery @60 weehks thereafter, a personnel Tistiag of all Agency empioysos
was (and §5) procussed automatically anatast the J0CCUP 1isting aud
appropiriate FLSA designater placed oa employec recoras. This fuforaziion

.45 thon passed on to the Office of Finance Systea vhich detaraincs, basad
cn overtice recorded on the tine and attendance cards and actual Lork
locations, whethar ensloyucs ave entitled o overtine poy wader FLSA, 17
an coployee's status diffors Tron the provicus o teak poriod, & ned
statis card i3 produccd by the systen for notification to the exnloyne

and supsrvisor,

3. because roviscd P fastructions no Yonger parnit desfgnotioas o
coployees as exespt or punaxapl based solely on cccupational coics, an
altormative wethod §5 vouuired. After coastdoring a ausber of uifforene
neticds, we hive concludad that the wost practical and propger methsd will
be to cffect FLSA desionation actions in the sare nanner as we efiect

any other powsonncl acticn - by use of Form Y152, Request for Personazl
Action for staff eqployees and Fora 3603, Request Tor Lonlract Personngd
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- of other data on actiens. Uith fplesentation of PERSISN II the nced +
& scparcie FLSA desfgnation card vill be elfuinated as the parsonnel actis:

4o Tha Tfollowing FLSA system §s prepnscds

a. Personnel Officers in conjunciion with office supervisors
Will dnftiate parsennel action forms when an employea's FLSA statusg
chianges based on duties performed. Unly selected data to ¢chanyge an
cuployee's FLSA status will be wenuired oa the forms ~ Date Preparad,
Sacfal Security Humbor, Hame, Type of Action (FLSA Exempt or FLSA
ilonexenpt), FLSA Effective Date, Orzanization Designation, Position
Humber, Signatuve of Requesting OFficial and Date.

be PICD Offfcers will be available to conponents for advice
and guidance regarding FLSA criferia. :

€. Staff Personnel Division, GFfice of Personnel will review
FLSA designator change actions in accordance with quidel fnes established.

d. Transactions and Retords Granch, Control Division, and
Contract Personnel Divisfon, Offfce of Personnel will fnput data frem
persernal actions fnto the PERSICH systom via CRT on a Lenu forint.
These actions will bypass the 501 personnc) system and the PERCON systea
currently fn use. Every two weeks the fuformation vill be updated in
accoirdance with PERSIGH processing dates.

£. The O0FTice of Finance payiroll system will run against tha
PLRSIGH systes and pick up the appropriate FLSA desianator from cach
erplayes vecord and wse 1€ to deteruine whether he s exenpt or ronexenpti.
IT the enployea’s status diffars Trom the previous two week perfod, a nw
card will be produced by the systen.

f. The Staffing Comploment vepert and cthor reports as racuired
Wil b2 noditied to fnclude FLSA destgrators on personnel and pusitions.

9. kben PERSIGH Phase II s fuplosiented, the rovised Form 1152
which will be used Tor all Agency {(Staff and Contract) amlovee activns
Wil contafn a separate sectlon Vor FLSA dusfonator and effective drta.
Trunsactions and Records Branch and Contract Personnc] Sivision, (ifica
of Personnel Wil continue the input of the date on FLSA atong with fn-

Wil serve as aployee end supervisor notification of status chansa.

h. P00 will noafter FLSA status changes by reviewing ¢ rerort

by office of chianges made on explovess and will coateot Camponeat Perscon
&

o3

uificers to vequest now position deseriptions, determdne reassns for soii

- « 5
CRARGLs, cig.
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5. To tmplesent the prop&séd systen, the-fullbw?ng actions will ba
vequired: ‘

Action GFfice | ' Action Required

Office of Personnel

Pisch Detevning the ocoupaticnal codes and giade
levels for positions and persomnel that can
be changed automatically, e.g., supergrade,
milftary and clerical.

Prepare ragulatory, orientation, bricfing and
other satorials o Inform Perscnned foic,~s,
Adainistrative OFficers end supervisors of wo
FLSA requirements and prucedurgs.

Process Forns 26Y, Statfing Complensnt Chaaga
Authorization %o add an E ov i desiun:tcr to
positions that were not au%cmaticaily updated,

fionftor Lo ensure that personnel actlons are
processed on & tieely basis within estadlished
deadl ines.

CG/SRB ' Prepare wobk crdvrs o WCS for changes 1o
_ PERSIGH/STAFFING systeit.

Co/TRG Input data ol Foras 1152 via CRT on a moaw
format divectly into the PERSIGH systen for
seaff personnel.

oo Ihput data frem Fovmis 3006 via CRY op g iacnu
fermal divectly fnto the PERSIGH systen for
contiract persounal.

Area Personned OFTIcers repave Forms 1132, Request for Personnel fetin

: and Fomas 30u4, Reaquest For Contract Porsennc
fetion to add an £ or H designator and effzciive
date to enployes vecords thau were nod automat-
jeally updated.

Cifice of Finance Change procadures and write work order.
Gdes Freong the curreat $0UCUP Tisting a2s of a cusisin
date witiaut adaitio ":

1 centinue until &/

e
al chanoes in ordur 5 ﬁ» uh
FA
il
sed systeu,

)
i
current FLSS syotom w
nentation of the propo
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Action Office - Letion Regquired
Q45 (Con't) _ Change prograwms to accept nzw data fa the PERSIGH

and STAFFING systems, design input monus and edit
checks, modify the Staffing Conplemant and other
reports as requived, change position add and
position change menus and edit checks, program
tew veports as required, ete,

Produce an occupational 1isting repovt bLased
on data submittod by 0/Personncl, Based on
1aforoation on listing, automatically add to
wployee and position vecords an E or R desig-
nation and effegtive date.

Produce two reports - ane listing perscnncl that
vore not updated and one 1isting positions that
wera not updated for use by PHCD and Perscrnuel
Ufficars. ’

Raddify payvoll systen as vequired.

6. It s recornended that tha wethods and proceduves outlined above
be approved and completely fmplemented by 30 April 1076,
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